
School of Arts, Media and Engineering

Employee Reimbursement Policy
1. Complete the AME Reimbursement Request Form (including budget and justification) located on the AME Resources page.   
a. If you are a student requesting reimbursement, ask your advisor what budget the reimbursement should come from.

2. Have the budget manager sign the reimbursement form.

3. Tape receipts to 8 ½” x 11” sheet of paper.

4. Submit to the Accountant Associate.

If requesting reimbursement for a meal, see the AME Business Meals Policy and Procedures and Business Meals Form on the AME Resources page.
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